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VERSATILE BASICS TRAINING 
 
Agenda: 

o General Versatile Functions 
o Creating Files in Versatile 
o Basic Search for Files/Boxes 
o Q & A 

 
From your desktop, double-click the VE icon & wait a few minutes: 

GENERAL VERSATILE FEATURES     
 
Signing In – Simultaneous Sign-In (No Log-in Screen) 
 

 
 

• 4  Side Tabs match the drop-downs above 

• Look For:  this will search at the Box, File and Document levels 

• Top Icons:  Look For, Data Streams and  
� Search – will show Boxes and Files and Documents if any 

• Right click to Open Results in Files or Boxes 

• Browse to toggle back to the list of files/boxes 
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RECORDS 

• Items: 
o Files  
o Boxes 
o Documents – some do not have this one 

 

 
 
 

Questions? 
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CREATING FILES IN VERSATILE 
 

 
 
Auto Populates: 

o Record No  
o Barcode 
o Company 
o File ID 
o Creation (after you complete the entry and press Add) 
o Submit: (after you complete the entry and press Add) 

 
Required Fields: 

o Department – Use … 
o Record ID = Record Series + File ID - Use… to select Record Series 
o Description: - First 3 lines appear on label 
o From:  enter earliest date of documents 
o To: enter latest date of documents 
o Media Type:  Paper 
o Disposition:  choose how to destroy or Permanent 
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o Submitted By:  Choose your name 
o Label:  CRC Standard 
o File Room:  choose where stored 
o Office of Record: - Use … 

 
Click Add – this will assign the Records Number and the Barcode 
 
Exit out of Files 
 
 

Questions? 
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BASIC SEARCH FOR FILES/BOXES 
 
Click Search or Folder icon on the right-hand side 
 

 
 
Standard Search 

o Keywords tab 
o Enter keywords – see “Searching with Oracle Full-Text” hints 
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Advanced Search 
 

 
 

o Company/Department > Add Department 
o Keywords – Use “Searching with Oracle Full-Text” hints 
o Add – for special fields 
o NOTE:  Result Count – may give you a clue to whether you’re on the right track 

with your search criteria 
o OK – to do the search 
o Reset – to clear criteria for the next search 
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SEARCH FILES – RESULTS 

 
 

o Previous or Next buttons 
o Browse Files – gives you a list of results and to TOGGLE between views 

o Customize Columns – right click 
� Remove columns you don’t need 

o Sort Order – put columns title above 
o Export to Excel File 
o Add to Data Stream – select files (use Shift key) 

      
� New 
� Load Into Stream (you can use default or rename) 

o Data Streams – to add selected items for compilation 
o Reports – to create a report with the data 
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SEARCH BOXES – RESULTS 

 
 

o See functions for Files 
 
Note:  If you see a Flashlight, you can enter a number and do a “Look-up” 

 
 
 
Questions? 
 


